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1. Policy Statement  

Exercise, Movement and Dance provides social, fun, healthy and positive opportunities for 
participants of all ages to enjoy being active. The Exercise Movement and Dance Partnership 
(EMDP) refers to all affiliated organisations and the employees, volunteers and teachers there 
in. The affiliated organisations of EMDP train Teachers to deliver a variety of community 
based exercise, movement and dance classes, activities and events. EMDP takes seriously its 
moral and legal responsibility to protect children, young people and vulnerable adults from 
abuse and our aim is to ensure that all participants are kept safe from harm and enjoy the 
positive benefits of all exercise, movement and dance related activities.  
 
To that end the EMDP is committed to providing guidance, information and training 
opportunities to ensure that those working with young people and vulnerable adults adopt best 
practice to ensure the health, safety and welfare of participants, and are updated with current 
legislation/procedures concerning young people and vulnerable adult protection.  
 
This document describes the principles and procedures to be adopted and provides good 
practice guidelines for all connected to EMDP, i.e. teachers, volunteers, administrators, 
parents/guardians, relatives/carers and participants.  

The wider government agenda 
This policy and procedures does not sit in isolation, it is drawn from a bigger picture of 
safeguarding and welfare led by the government. In order to provide a context for the EMDP 
policy, the two main national areas of strategy and guidance are detailed below. 

Every Child Matters  
Five outcomes are key to well-being in childhood and later life – being healthy, staying safe, 
enjoying and achieving, making a positive contribution and achieving economic well-
being. The Government’s ambition is to achieve these outcomes for all young people and to 
narrow the gap in outcomes between those who do well and those who do not. These five 
outcomes are central to the programme of change and are at the heart of the Children Act 
2004. The Every Child Matters strategy is supported by changes in legislation and guidance 
and recognises that radical change is needed in the whole system of services for children and 
young people. 

Working Together to Safeguard Children (HM Government 2006) 
Working Together to Safeguard Children sets out how individuals and organisations should 
work together to safeguard and promote the welfare of children and young people. The EMDP 
policy and procedures is based on the guidance from Working Together. 

1.1 Principles  

• The rights, dignity, and worth of every participant must be respected; 

• This policy recognises and refers to the legal definition of a child as being under the age of 
18 (Children’s Act 1989 definition); 

• This policy uses the new Independent Safeguarding Authority (ISA) definition of a 
Vulnerable Adult; 

• An adult has the moral and statutory duty for the care, custody and control of any child 
under their supervision; 

—   5   — 



• Ensure that if any form of manual or physical support for young people is required, it is 
provided openly and according to guidelines. Young people and parents should be 
provided with information regarding teaching practices and physical contact which is 
required for personal safety or because there is no other suitable coaching method; 

• Keep up to date with the technical skills, qualifications and insurance;  

• Involve parents and carers wherever possible (e.g. for the responsibility of their children in 
the changing rooms). If groups have to be supervised in the changing rooms, always 
ensure parents, teachers, staff or volunteers work in pairs;  

• Ensure that if mixed teams are taken away, a male and female member of staff should 
always accompany them (NB. However, same gender abuse can also occur);  

• Ensure that at any class, event or performance adults should not enter children’s rooms or 
invite children into their rooms;  

• Ensure any person working for or volunteering with the EMDP does not transport young 
people in their car or vehicle except in an emergency (for which written parental consent is 
needed);  

• Be an excellent role model – this includes not swearing, smoking or drinking alcohol in the 
company of young people, and promoting healthy eating;  

• Give enthusiastic and constructive feedback rather than negative criticism;  

• Keep a written record using the accident report form (Appendix O) of any injury that occurs, 
along with the details of treatment given;  

• Recognise the developmental needs and capacity of young people and vulnerable adults – 
avoid excessive training or competition and do not push them against their will;  

• Secure parental consent in writing to acting in loco parentis prior to the young person 
taking part in any activity. A participation registration form should be completed and signed 
agreeing to parental consent regarding issues around administration of emergency first aid 
and other medical treatment, transport, physical contact and photography (Appendix E).  

Changing Rooms 
Adult staff should not enter the changing rooms of young participants unless it is an 
unavoidable or emergency situation. Adult staff should not change at the same time using the 
same facility as young participants. If you are involved in a mixed gender team, separate 
changing facilities should be made available. If a young person is uncomfortable changing in 
public no pressure should be placed on them to do so. Encourage them to change at home. 
For vulnerable participants, involve them and their carers in deciding how they should be 
assisted and ensure they are able to consent to the assistance that is offered. Any staff, 
medical or otherwise, of the opposite sex, must not be present in the changing rooms whilst 
participants are getting showered or changed. 
 
No photographic equipment should be allowed in the changing room environment. This 
includes cameras, video cameras, and mobile phone cameras. 

Medical Treatment 

• It is recommended that young or vulnerable persons should never be treated alone in a 
treatment room with the door closed; 

• It is strongly recommended that all treatment procedures should be ‘open’ i.e. the door 
remains open, parents or carers are invited to observe treatment procedures. 

• It is recommended that if treating an area of the body which is potentially embarrassing to a 
person (i.e. the groin) a suitable consenting adult acting as a chaperone should be present; 
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• It is important to maintain medical confidentiality and patient dignity at all times; 

• Prior to medical treatment being carried out on a young or vulnerable person, parental 
consent in the written form must be sought where appropriate (Appendix E); 

• All treatment procedures must be fully explained to the young or vulnerable person and 
verbal consent is given before they are carried out. 

Ratios 
The Care Standards Act (2000) states that when working with groups of children under 8 
years of age there should be one supervising adult for every six children. Participants under 
the age of 17 must be supervised at all times and cannot be included in staffing ratios. For 
young people over the age of 8, a ratio of one adult to ten participants is a minimum 
requirement in keeping with models of best practice.  These are minimum requirements and 
teachers should also ensure that they adhere to their own organisations’ ratios. 
 
If there is an accident or an incident, you should ensure that there are enough people 
remaining to supervise the group safely. Teachers working with young people should not work 
in isolation. Good practice suggests that at least one other adult in addition to the teacher 
should be present at every session. The additional adult does not have to be a qualified 
teacher. 

3.2 Practice to be avoided  

In case of emergencies where these situations are unavoidable, they should only occur with 
the full knowledge and consent of the parents or carers of the young person or vulnerable 
adult.  

• Do not spend excessive amounts of time alone with young people and vulnerable adults 
away from others;  

• Do not take young people or vulnerable adults on car journeys. 

3.3 Practice which should never be condoned  

EMDP staff, teachers and volunteers should never:  

• Take children, young people or vulnerable adults to your home or other secluded place 
where they will be alone with you;  

• Engage in rough, physical or sexually provocative games;  

• Share a room with a young person or vulnerable adult;  

• Allow or engage in any form of inappropriate touching;  

• Make sexually suggestive remarks to a young person or vulnerable adult - even in fun;  

• Allow young people or vulnerable adults to use inappropriate language unchallenged;  

• Allow allegations made by a young person or vulnerable adult to go unchallenged, 
unrecorded or not acted upon;  

• Do things of a personal nature for a young person or vulnerable adult that they can do for 
themselves;  

• Depart from the premises until you have supervised the safe dispersal of the young people 
or vulnerable adults;  

• Abuse your privileged position of power or trust with young people or vulnerable adults;  

• Resort to bullying tactics, verbal abuse or reduce a participant to tears; 
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• Cause a participant to lose self-esteem by embarrassing, humiliating or undermining the 
individual. 

 
If any of the following incidents should occur, you should report them immediately to another 
colleague and make a written note of the event. Parents or carers should be informed of the 
incident: 

• If you accidentally hurt a participant; 

• If he/she is distressed in any manner; 

• If a participant appears to be sexually aroused by your actions; 

• If a participant misunderstands or misinterprets something you have done. 

3.4 Relationships of Trust  

Genuine relationships do occur between the different levels of volunteers, staff, teachers and 
participants in a group but no intimate relationship should begin whilst the member of staff, 
teacher or volunteer is in a ‘position of trust’ over them. The power and influence that the older 
member has over someone attending a group or activity is significant. If there is an additional 
competitive aspect to the activity and the older person is responsible for the young person’s 
success or failure to some extent, then the dependency of the younger member upon the 
older will be increased. It is therefore vital for staff, teachers and volunteers to recognise the 
responsibility that they must exercise in ensuring that they do not abuse their positions of trust.  
 
It is a breach of the EMDP Code of Ethics to engage in an intimate or inappropriate 
relationship with a young or vulnerable person and as such will result in disciplinary action. In 
certain circumstances the ‘abuse of trust’ is a criminal offence (Sexual Offences Act 2003). 
The Government is currently considering extending these guidelines to include sports coaches 
and activity instructors. 

3.5 Photography and Filming 

There is evidence that some people use the opportunity of sporting or physical activity to take 
inappropriate pictures or footage of young or vulnerable people or to misuse official / approved 
images. This risk is greatly increased if it is possible for the young or vulnerable people to be 
identified. Detailed guidelines on the use of photography can be found in Appendix F. 

4. Recognising Poor Practice, Abuse and Bullying 

All adults involved in EMDP classes or events have a duty to respond to suspicions of abuse, 
inappropriate behaviour or poor practice. It is not always easy to recognise a situation where 
abuse may occur or has already taken place and it is not the responsibility of EMDP staff or 
volunteers to decide if abuse has taken place. However it is our duty to report it 
immediately. The EMDP will provide confidential communication lines through each 
organisation through which concerns can be expressed and reported (Appendix A).  

4.1 Poor Practice 

Any action that contravenes the EMDP Code of Ethics is considered poor practice and is not 
acceptable. Poor practice is also any action that infringes an individual’s rights and/or is a 
failure to fulfil responsibility for the highest standards of care. Poor practice is unacceptable 
and will be treated seriously with appropriate action being taken. 
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4.2 Abuse 

The effects of abuse on a child at any age can be damaging (if untreated) and the effect may 
carry through into adulthood. It may lead to an adult, who was abused as a child, not being 
able to maintain a trusting, stable relationship. It may also lead to involvement in prostitution, 
drugs, suicide or even abuse of a child in the future. Young people or vulnerable adults who 
have been neglected can experience serious impairment in their health and development.  

People with disabilities  
Some disabled young people and adults are mentally or physically more vulnerable than 
others, which could make it easier for abusers to exploit them. They may also find it more 
difficult to recognise and report abuse, and to be believed. For example, if their disability 
means that they:  

• Have limited life experiences and so have not developed the social skills needed to work 
out what the behaviour and attitudes of others mean. This could make them less able to 
understand appropriate and inappropriate behaviour;  

• Have been encouraged to comply with other people’s wishes and not to question authority 
figures;  

• Are afraid to challenge potentially abusive situations because of fear of the consequences. 
It is often easier to be compliant and pleasing rather than risk angering an authority figure 
and getting into trouble;  

• May not be able to report abuse either because there is no-one they can report it to or 
because they do not have the appropriate language to use;  

• May not be able to recognise that abuse has taken place;  

• Feel powerless because they have to depend on others for personal support;  

• May not be able to physically remove themselves from abusive situations;  

• Are not believed because their authority figures cannot accept that anyone would abuse a 
disabled young person or adult;  

• May not have anybody they can trust and confide in;  

• May feel guilt or shame about the abuse which prevents them from reporting it;  

• May not have a sense of ownership of their own bodies because they are so used to being 
examined physically by others as part of their medical and physical care;  

• Have low self-esteem and a poor self-image.  

Race and Racism  
Young people from black and minority ethnic groups (and their parents) may have 
experienced harassment, racial discrimination and institutional racism. Although racism 
causes significant harm it is not, in itself, a category of abuse. All organisations working with 
children (including those operating where black and minority ethnic communities are 
numerically small) should address institutional racism, as defined in the Macpherson Inquiry 
Report on Stephen Lawrence as ‘the collective failure by an organisation to provide 
appropriate and professional service to people on account of their race, culture and or 
religion’. 

4.3 Types of Abuse (Definitions adapted from Working Together 2006) 

Abuse and neglect are forms of maltreatment of a child. Somebody may abuse or neglect a 
child by inflicting harm, or by failing to act to prevent harm. Children may be abused in a family 
or in an institutional or community setting; by those known to them or, more rarely, by a 
stranger. They may be abused by an adult or adults or another child or children. 
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Physical abuse 
Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, 
drowning, suffocating, or otherwise causing physical harm to a child. Physical harm may also 
be caused when a parent or carer fabricates the symptoms of, or deliberately induces illness 
in a child. 
 
Examples of physical abuse in exercise, movement and dance could be when the nature and 
intensity of activity or competition exceeds the capacity of the young person’s immature and 
growing body; or where drugs are used to enhance performance or delay puberty. 

Emotional Abuse 
Emotional abuse is the persistent emotional maltreatment of a child such as to cause severe 
and persistent adverse effects on the child’s emotional development. It may involve conveying 
to children that they are worthless or unloved, inadequate, or valued only insofar as they meet 
the needs of another person. It may feature age or developmentally inappropriate 
expectations being imposed on children. These may include interactions that are beyond the 
child’s developmental capability, as well as overprotection and limitation of exploration and 
learning, or preventing the child participating in normal social interaction. It may involve seeing 
or hearing the ill-treatment of another. It may involve serious bullying causing children 
frequently to feel frightened or in danger, or the exploitation or corruption of children. Some 
level of emotional abuse is involved in all types of maltreatment of a child, though it may occur 
alone. 
 
Emotional abuse in exercise, movement and dance may occur if young people are subjected 
to constant criticism, name-calling, sarcasm, bullying or unrealistic pressure to perform to high 
expectations consistently. 

Sexual Abuse 
Sexual abuse involves forcing or enticing a child or young person to take part in sexual 
activities, including prostitution, whether or not the child is aware of what is happening. The 
activities may involve physical contact, including penetrative (e.g. rape, anal or oral sex) or 
non-penetrative acts. They may include non-contact activities, such as involving children in 
looking at, or in the production of, pornographic material or watching sexual activities, or 
encouraging children to behave in sexually inappropriate ways. 
 
Sexual abuse within exercise, movement and dance could occur if a photographer used 
images and information about a young person to groom and get close to them in order to 
instigate an inappropriate sexual relationship. 

Neglect 
Neglect is the persistent failure to meet a child’s basic physical and/or psychological needs, 
likely to result in the serious impairment of the child’s health or development. Neglect may 
occur during pregnancy as a result of maternal substance abuse. Once a child is born, neglect 
may involve a parent or carer failing to provide adequate food and clothing, shelter including 
exclusion from home or abandonment, failing to protect a child from physical and emotional 
harm or danger, failure to ensure adequate supervision including the use of inadequate care-
takers, or the failure to ensure access to appropriate medical care or treatment. It may also 
include neglect of, or unresponsiveness to, a child’s basic emotional needs. 
 
Neglect could include a teacher not ensuring young people were safe, exposing them to 
undue cold, heat or to unnecessary risk of injury. Completing a risk assessment covering such 
issues is critical for any EMDP event or activity. 
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4.4 Bullying 

Abusers can be other young people as well as adults. Bullying is the common example of this 
and can be defined as deliberately hurtful behaviour, usually repeated over a period of time, 
where it is difficult for those being bullied to defend themselves. Within the area of exercise, 
movement and dance, the bully can be:  

• A parent or teacher who pushes too hard;  

• A teacher who adopts a win-at-all costs philosophy;  

• Another participant who intimidates inappropriately;  

• A spectator who shouts abuse; 

• An official or judge who places unfair pressure on a person.  
 
Bullying can include:  

• Physical: e.g. hitting, kicking and theft;  

• Verbal: e.g. name-calling, constant teasing, sarcasm, racist or homophobic taunts, threats, 
graffiti and gestures;  

• Emotional: e.g. tormenting, ridiculing, humiliating and ignoring;  

• Sexual: e.g. unwanted physical contact or abusive comments.  
It is important to note that bullying via mobile phone and email is also possible and 
commonplace among young people 
  
There are a number of signs that may indicate that a young person or vulnerable adult is 
being bullied:  

• Behavioural changes such as reduced concentration or becoming withdrawn, clingy, 
depressed, tearful, emotionally up and down, reluctance to go to school, or to activity 
sessions and events;  

• A drop off in academic or physical performance;  

• Physical signs such as stomach aches, headaches, difficulty in sleeping, bed-wetting, 
scratching and bruising, damaged clothes and bingeing for example on food, cigarettes or 
alcohol;  

• A shortage of money or frequent loss of possessions.  

4.5 Indicators of Abuse 

There are signs that could alert you to the fact that a young or vulnerable person is being 
abused. These could include:  

• Unexplained bruising or injury particularly if situated on a part of the body not normally 
prone to such injuries;  

• An injury for which the explanation seems to be inconsistent;  

• Unexplained sudden changes in behaviour, i.e. withdrawing, very quiet, sudden outbursts 
of temper or emotion; 

• Inappropriate sexual awareness or language, or engaging in sexually explicit behaviour;  

• Being prevented from socialising with others or having difficulty making friends; 

• Being distrustful of adults particularly those with whom a close relationship would normally 
be expected, i.e. parents, teacher, carer, relative, family friend;  

• Displaying variations in eating patterns, i.e. over eating or loss of appetite;  
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• Losing weight for no apparent reason (the child/vulnerable adult may be trying to make 
himself/herself less sexually attractive);  

• Becoming increasingly dirty or unkempt;  

• Describing an act or behaviour that appears to be abusive and would not normally be within 
their comprehension;  

• Something another child or vulnerable adult has said which suggests they are being 
abused;  

• Lack of money for basic necessities such as food and clothing despite an adequate 
income;  

• Reluctance on the part of family, friends or the person controlling the funds to pay for 
clothing, food, bus fares, etc; 

• A vulnerable adult’s inability to explain what is happening to his/her income.  
 
This list is not exhaustive and the presence of one or more of these symptoms is not proof that 
abuse has taken place, but it should raise concerns.  
 
It is NOT the responsibility of the EMDP staff member, teacher or volunteer to decide 
that the young person or vulnerable adult is being abused but it is their responsibility 
to act upon their concerns without delay.  See Appendix A. 

5. Responding to Disclosure, Suspicions and Allegations 

EMDP’s primary aim is to ensure that appropriate concerns and information are reported to 
the relevant statutory agencies without delay. These agencies are the Police and Children’s 
Social Care Services (formerly known as Social Services). These organisations have the 
statutory responsibility to make enquiries to establish if a child is at risk of harm.  
 
Concerns are more likely to be reported by an associated adult than the child themselves. 
However disclosures do happen and must be dealt with carefully and quickly. A ‘disclosure’ is 
if a young or vulnerable person informs you directly that he/she, or another young or 
vulnerable person, is concerned about someone’s behaviour towards them. The person 
receiving the information should:  

• React calmly so as not to frighten them;  

• Thank them and say that he or she was right to tell someone;  

• Take what they say seriously, recognising the difficulties inherent in interpreting what is 
said by a young or vulnerable person who has a speech disability or differences in 
language;  

• Keep questions to the absolute minimum to ensure a clear and accurate understanding of 
what has been said;  

• Reassure them but do not make promises of confidentiality, which might not be feasible in 
the light of subsequent developments; 

• Make a full and accurate record of what has been said, heard or seen as soon as possible 
(Appendix B);  

• Continue to follow the step-by-step process shown diagrammatically in Appendix A.  
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Actions to Avoid - The person receiving the disclosure should not:  

• Panic;  

• Allow their shock or distaste to show;  

• Probe for more information than is offered;  

• Speculate or make assumptions;  

• Make negative comments about the alleged abuser;  

• Approach the alleged abuser;  

• Make promises or agree to keep secrets.  

• Non-action is not an option.  
 
N.B. It can be more difficult for some children to disclose abuse than for others. Children from 
ethnic minorities may have regularly experienced racism, which may lead them to believe 
‘white people’, including those in authority roles, do not really care about their well-being. 
Disabled children and vulnerable adults will have to overcome additional barriers before 
feeling they can disclose abuse. They may rely on their abuser for regular care and not know 
of alternative sources of care or residence. The abuse may be the only attention or affection 
they have experienced. Communication difficulties may mean that it is hard for them to 
complain or to be understood. However, where there are concerns about the safety of a young 
person, record exactly what has been observed in detail and follow the procedures to report 
these concerns. 

5.1 Responding to concerns and possible abuse within EMDP and member organisations 

If a young or vulnerable person informs you directly that he/she is being abused within EMDP 
or a member organisation or through your own observations or through a third party you 
become aware of possible abuse or poor practice within the EMDP you must react 
immediately.  

Poor Practice 

Reporting Procedures 
Following the procedures in Appendix A, contact the Welfare Officer of your organisation 
immediately (see Appendix N for contact details). If, following consideration, the allegation is 
about poor practice (see definition in 4.1) the Welfare Officer will report it to the EMDP Welfare 
Officer. If the organisation’s Welfare Officer is unavailable or is the subject of the allegation, 
then the matter should be reported directly to the EMDP Welfare Officer. Make a full and 
accurate record of events (Appendix B) and forward a copy of the recorded information 
immediately to the EMDP Welfare Officer who will take the appropriate action.  

Action 

• The EMDP Welfare Officer, in consultation with the organisation’s Welfare Officer will make 
the decision on how the allegation is to be dealt with e.g. internally by the EMDP Board, 
externally as a matter for Children’s Social Care Services and/or the Police or referral back 
to the organisation. 

• Alleged minor poor practice will be referred back to the organisation with advice on the 
process to be followed i.e. Complaints procedure (Appendix J / K), Disciplinary procedure 
(Appendix D) or no further action. 
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Possible Abuse Situation 
If a young or vulnerable person says or indicates that they are being abused, or information is 
obtained or observations are made which gives concern that a young person is being abused, 
you must react immediately. 

• Ensure the safety of the young or vulnerable person – if they need immediate medical 
treatment, call a doctor or ambulance, inform doctors of your concerns and ensure they are 
aware it is a possible abuse situation; 

• Contact your organisation’s Welfare Officer or if they are not available, the EMDP Welfare 
Officer immediately, who will follow the reporting procedures detailed below. If the Welfare 
Officer cannot be contacted or is the subject of the allegation, then the person that has the 
concerns about the young or vulnerable person’s welfare should contact a specialist 
service for advice e.g. the NSPCC 24-hour free phone Helpline on 0808 800 5000 or 
Childline on 0800 1111. The Police have specially trained child protection teams who will 
give guidance and support and deal with enquiries (Appendix N). 

Reporting Procedures 

• The EMDP Welfare Officer will refer the allegation to the Children’s Social Care Services 
(out-of-hours services are available) who may involve the Police, or go directly to the 
Police;  

• Make a full and factual record of events utilising Appendix B and forward a copy of the 
recorded information, as directed, to the Police, Children’s Social Care Services and EMDP 

• The EMDP Welfare Officer will deal with any media enquiries; 

• The parents or carers of the young or vulnerable person will be contacted as soon as 
possible following advice from the Children’s Social Care Services department. 

Possible Outcomes 
Where there is a complaint of abuse against an EMDP member of staff, teacher or volunteer, 
this may include a child protection investigation, a criminal investigation and or referral back to 
the EMDP board for action. 

5.2 Responding to concerns and possible abuse outside of EMDP and member 
organisations 

If a young or vulnerable person informs you directly that he/she is being abused outside the 
EMDP environment (i.e. at home, school or some other setting) or through your own 
observations or through a third party you become aware of possible abuse outside the EMDP 
environment you must react immediately. (See section 4.5 for Indicators of Abuse). 

• Ensure the safety of the young or vulnerable person – if they need immediate medical 
treatment, call a doctor or ambulance, inform doctors of your concerns and ensure they are 
aware it is a possible abuse situation; 

• Contact your organisation’s Welfare Officer or if they are not available, the EMDP Welfare 
Officer immediately, who will follow the reporting procedures detailed below. If the Welfare 
Officer cannot be contacted or is the subject of the allegation, then the person that has the 
concerns about the young or vulnerable person’s welfare should  contact a specialist 
service for advice e.g. the NSPCC 24-hour free phone Helpline on 0808 800 5000 or 
Childline on 0800 1111. The Police have specially trained child protection teams who will 
give guidance and support and deal with enquiries (Appendix N). 

Reporting Procedures 

• The EMDP Welfare Officer will refer the allegation to relevant Children’s Social Care 
Services (out-of-hours services are available) who may involve the Police, or go directly to 
the Police;  
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• Make a full and factual record of events utilising Appendix B and forward a copy of the 
recorded information, as directed, to the Police, Children’s Social Care Services and 
EMDP; 

• The parents or carers of the young or vulnerable person will be contacted as soon as 
possible following advice from the relevant Children’s Social Care Services. 

Records and Information 
Information passed to the Children’s Social Care Services department or the Police must be 
as helpful as possible and it may be used in any subsequent legal action, hence the necessity 
for making a detailed record. The report (Appendix B) should contain the following information:  

• The young or vulnerable person’s name, address and date of birth, ethnicity and disability 
(if appropriate);  

• The nature of the allegation;  

• The young or vulnerable person’s account, if it can be given, of what has happened and 
how any bruising or other injuries occurred;  

• A description of any visible bruising or other injuries;  

• Any observations that have been made by you or to you;  

• Any times, locations, dates or other relevant information;  

• A clear distinction between what is fact, opinion or hearsay;  

• Your knowledge of and relationship to the young or vulnerable person;  

• Information and details of the abuser, where possible;  

• Keep a record of the name and designations of the Children’s Social Care Services 
member of staff or Police Officer to whom concerns were passed and record the time and 
date of call, in case any follow-up is needed.  

Contacts for Specialist Advice  
Any suspicion that a young or vulnerable person has been abused should be reported to the 
EMDP Welfare Officer, who will take such steps as considered necessary to ensure the safety 
of the individual in question and any other who may be at risk.  If you would like any 
independent or specialist advice or need to report a suspicion out of hours, you can telephone 
the local Children’s Services department and speak to the duty worker. You can also seek 
expert specialist advice such as the NSPCC 24-hour free phone Helpline on 0808 800 5000 or 
Childline on 0800 1111 or the Police have specially trained child protection teams who will 
give guidance and support and deal with enquiries (Appendix N).  

5.3 Process and support after a disclosure or investigation 

The EMDP Board and Welfare Officer will take advice from the Police and Children’s Social 
Care Services and consider all cases with regards to the appropriate reinstatement of any 
staff member, teacher or volunteer. It may be the situation that there is insufficient evidence 
for criminal proceedings. In this case EMDP will use all the information available to decide 
whether the allegation and evidence is enough to remove the alleged abuser from the 
organisation or to reinstate them. Such cases are extremely difficult and will be handled with 
sensitivity and tact. At all the times the safety and wellbeing of young and vulnerable people 
will be paramount. 
 
EMDP recognises the clear need to have support mechanisms for all those involved in or 
surrounding the issue, including those making the allegation, those who may be being abused 
and those against whom the allegation is made. The EMDP is primarily concerned with the 
wellbeing and safety of all its members and participants. It will support any staff member, 
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teacher or volunteer, who in good faith and where they have reasonable grounds for doing so, 
reports concern that someone is, or may be, abusing a young person or vulnerable adult. The 
support provided to each individual will vary depending on their needs.  

The victim of abuse: 
Will be directed to specialist support via Children’s Social Care Services. This may include 
one to one counselling or group sessions. EMDP will also ensure that they are aware of 
resources such as Childline and the there4me website. (Appendix N). EMDP will also facilitate 
(as far as is appropriate) that the victim continues to enjoy the positive effects of exercise, 
movement and dance throughout the case. 

Parents or carers of the abused: 
Will also be directed to specialist support via Children’s Social Care Services and made aware 
of the support available via the NSPCC (Appendix N). EMDP will maintain regular 
communication with the parents or carers throughout the case. 

The alleged perpetrator of abuse: 
Will be assigned a designated contact within EMDP. The designated contact will keep them 
informed regularly as the case develops but will not be involved in any other way with the case 
(e.g. supporting the victim or managing the case). The alleged perpetrator will be able to 
contact the designate with questions about the case. They will be made aware of external 
agencies providing support (Appendix N). If the investigation results in no action being taken 
against the alleged perpetrator, EMDP will take advice from the statutory agencies as to the 
appropriate reinstatement of the individual and their future involvement within the 
organisation. 

EMDP staff and volunteers involved in the disclosure: 
Will be supported by regular meetings with the EMDP Welfare Officer and / or Chief 
Executive. During these meetings appropriate additional support will be offered e.g. one to 
one counselling via a specialist external agency. Staff and volunteers will also be made aware 
of other support channels they can access independently (Appendix N). EMDP will ensure that 
the support that is made available is long term and not just during the case. 

5.4 Responding to previous abuse  

Allegations of abuse may be made some time after the event (e.g. by an adult who was 
abused as a child, or by a member of staff or volunteer who is still currently working with 
children). Where such an allegation is made, the EMDP will follow the procedures as detailed 
in Section 5.1 and report the matter as appropriate. This is because other children, either 
within or outside sport, may be at risk from this person.  

5.5 Dealing with Bullying 

Preventing Bullying and helping those being Bullied 

• Take all signs of bullying very seriously. Use the same reporting procedures described in 
5.2; 

• Encourage all young people to speak and share their concerns. Help the victim speak out 
and tell the person in charge or someone in authority; 

• Create an open environment; 

• Investigate all allegations and take action to ensure the victim is safe. Speak with the victim 
and the bully(ies) separately; 

• Reassure the victim that you can be trusted and will help them, DO NOT make promises of 
confidentiality; 
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• Record in writing exactly what has been said using the young person’s words as soon as 
possible. (Appendix B); 

• Report any concerns to your organisation’s Welfare Officer or to wherever the bullying is 
occurring. 

Dealing with Bullies 

• Talk with them, explain the situation, and try to get the bullies to understand the 
consequences of their behaviour. Seek an apology for the victim(s); 

• Inform the bullies’ parents or carers; 

• Facilitate the return of any stolen items and insist that the bullies compensate the victim(s); 

• Impose sanctions as necessary; 

• Provide support for Teacher of the victim(s); 

• Encourage and support the victims to change their behaviour; 

• Hold meetings with the families to report on progress; 

• Inform all organisation members of any action taken; 

• Keep a written record of any action taken. 

5.6 Records and confidentiality  

The safety and wellbeing of young and vulnerable people is paramount. Confidentiality should 
be maintained at all times. Information should be handled and disseminated very carefully on 
a need to know basis only. This can include the following people:  

• The designated person in charge;  

• The parents of the person who is alleged to have been abused;  

• The person making the allegation;  

• Children’s Social Care Services and police;  

• Designated Welfare Officers within EMDP member organisations; 

• The alleged abuser;  

• Parents of the abuser, (if the alleged abuser is a child) - Seek Children’s Social Care 
Services advice on who should approach the alleged abuser.  

 
Information should be stored in a secure cabinet at the EMDP office in line with data 
protection laws (e.g. that information is accurate, regularly updated, relevant, proportionate 
and secure), with access available only to the EMDP Welfare Officer. 

5.7 Whistle Blowing Policy 

This procedure enables staff and volunteers to share, in confidence with the EMDP Welfare 
Officer or Board, concerns they may have about a colleague’s behaviour. This may be 
behaviour not linked to child abuse but that pushes the boundaries beyond acceptable limits. 
The EMDP supports and will provide protection for whistle-blowers. While it is often difficult to 
express concerns about colleagues, it is important that these concerns are communicated to 
the Welfare Officer. Staff, Teachers and volunteers should be encouraged to talk to the 
Welfare Officer if they become aware of anything that makes them feel uncomfortable. Any 
concerns about the Welfare Officer should be reported to the EMDP Chief Executive or Chair. 
 
All information received and discussed will be treated in the strictest confidence and only 
shared with appropriate designated individuals within EMDP. On occasion it may be 
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necessary for EMDP to seek advice, or inform the statutory agencies. All concerns will be 
taken seriously and managed accordingly within these policy and procedures.  
 
If you do not feel comfortable reporting within EMDP, another reporting option is direct to the 
NSPCC Child Protection Helpline on 0808 800 5000 or Childline on 0800 1111. 

5.8 If an Allegation is made against you 

All concerns and allegations will be taken seriously and investigated using the aforementioned 
procedures. If you are the person who has an allegation made against you, the situation will 
be explained to you and you may be asked to cease working with young or vulnerable people. 
You will be assigned a designated contact at EMDP who will keep you fully informed as the 
case progresses. The statutory agencies will advise EMDP as to whether an immediate 
suspension is required whilst a full investigation is carried out. This is to protect all parties 
involved. For EMDP Teachers this will mean a temporary suspension in registration (i.e. the 
licence to practice). If the investigation results in no action being taken against you, EMDP will 
take advice from the statutory agencies as to your appropriate reinstatement and future 
involvement within the organisation. 
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Appendix A EMDP Procedures for responding to  
disclosure, allegations and suspicions 

 

Contact EMDP Welfare Officer or seek urgent 
advice from NSPCC Helpline, 0808 800 5000, 

care services or police if child informs you 
directly of abuse 

Through observation, or 
through third party you 
become suspicious of 

possible abuse 

Young person informs you 
directly of their concerns 

Yes No 

Call for a doctor or ambulance 

Inform the Doctor of your concerns or 
suspicions of abuse 

No 

Is the Welfare Officer (WO) of 
your organisation available? 

Yes 

Inform the WO of your concerns 
or suspicions, including the 

completed report form – 
Appendix B  

Leave others to 
take the matter 

forward

Take any action 
advised by these 

agencies 

Make full record ASAP – 
Appendix B  

Inform the WO of your concerns or 
suspicions, including the 
completed report form  

Appendix B  

Is the young person in need of 
immediate medical treatment? 

Stay calm. 
Reassure young person and thank 

them for telling you. 
Don’t make promises of confidentiality 

or outcome. 
Keep questions to a minimum 

 



Appendix B  EMDP Incident Report form 

Please submit this form within 24 hours of the disclosure incident 
 
 Person reporting the incident: Person recording the incident: 

Name:   

Job role:   
Knowledge of and 
relationship to the 
young / vulnerable 
person: 

  

Contact address:   
Telephone 
numbers(s):   

E-mail:   
Young / Vulnerable Person’s Details: 
Full name:  

Date of birth:  

Contact Address: 
 
 
 

Telephone 
numbers(s):  

Ethnicity:  Disability:  
Incident Details: 
Location of incident (if relevant): Date and time of incident: 

Detailed information (in their own words if possible): 

Details of any observations made by you or to you (e.g. description of visible bruising, other 
injuries, young persons emotional state). 
N.B. Make a clear distinction between what is fact and hearsay: 

Actions taken so far: 
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Alleged Abuser’s Details (if known): 
Name:  

Date of birth:  
Relationship with 
young / vulnerable 
person: 

 

Occupation:  
Address: 
  

Telephone 
numbers(s):  

Ethnicity:  Disability:  

 
External Agencies Contacted: 

Agency Yes 
No 

Contact 
Name 

Contact 
Number Date Time Details of Advice Received 

Police       

Care 
Services       

Local 
Authority       

NSPCC       

Other 
(please 
name) 

      

 
I acknowledge that the details described are accurate and will remain strictly confidential 
between the appropriate reporting channels and myself. 
 
Signed ___________________________  Date _______________________ 
 
Please submit this form immediately to: 
EMDP Welfare Officer 
1 Grove House Tel. 01403 266000 / Fax 01403 266111 
Foundry Lane 
Horsham 
West Sussex 
RH13 5PL 

 



Appendix C Code of Ethics 

The purpose of a Code of Ethics is to establish and maintain standards for teachers and to 
inform and protect members of the public using their services. It is a series of guidelines rather 
than a set of instructions, however certificated teachers should understand that teaching is a 
deliberately undertaken responsibility and should fully comply with the principles embodied 
within this Code of Ethics. All documents, policies and procedures referred to in this document 
can be obtained from the EMDP office. 

Humanity 

• All teachers must respect the rights, dignity and worth of everyone they work with, and their 
ultimate right to self-determination. In line with the EMDP Equality Policy, they must treat 
everyone equally, within the context of the activity, including written material, regardless of 
age, ability, gender, sexual orientation, domestic circumstances, ethnic background, 
religious beliefs, political persuasion and social or cross-cultural differences. 

• The teacher will be concerned primarily with the well-being, health and future of the 
individual and only secondarily with the improvement of performance. 

• A key element in the teacher/student relationship is the development of independence. 
Students should be encouraged to accept responsibility for their own behaviour and 
performance both in class and outside. 

• Teachers are responsible for setting and monitoring the boundaries between a working 
relationship and friendship with their students. 

• Any relationship between teacher and student relies on mutual trust and respect. The 
student should be made aware of the qualifications and experience of the teacher and 
given the opportunity to consent to or decline proposals for training and performance. 

• Each student is unique and should feel valued as such, being supported by the teacher to 
express and develop their individuality. 

• Every student has a right to an environment which provides for their physical and personal 
safety, and within which they feel physically and personally safe. 

• Activities should be provided according to current good practice and in line with existing 
Health & Safety regulations. 

• Teachers must be familiar with and strictly adhere to the EMDP Child Protection and 
Vulnerable Adults policy and procedures. 

Commitment 

• Teachers should clarify in advance with class members and/or employers the number of 
sessions, fees and method of payment. They should also explore with class members 
and/or employers the expectation of the outcome of class attendance. 

• Teachers who become aware of a conflict between their obligation to their students and 
their obligation to their Governing Body or other organisation employing them, must make 
explicit the nature of the conflict and the loyalties and responsibilities involved, to all parties 
concerned. 

Co-operation 

• Teachers should communicate and co-operate with each other and with other allied 
professions in the best interests of their students and the organisation. 

• Teachers should make every attempt to be aware of any medical or physical conditions 
which require special consideration, and plan accordingly. Students should be made 
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aware, however, that ultimately they are responsible for their own health and medical 
condition. 

• Teachers should welcome evaluation of their work by colleagues and be able to account to 
participants, employers, trade associations, professional bodies for what they do, and why. 

Integrity 

• The teacher should refrain from public criticism of colleagues. Differences of opinion should 
be dealt with on a personal basis and more serious disputes should be referred to EMDP. 

• Teachers must encourage class members to behave in accordance with the Code of 
Ethics. 

• Teachers must accept responsibility for the conduct of their class members insofar as they 
will undertake to discourage inappropriate behaviour. 

• Teachers must never advocate or condone the use of prescribed drugs or other banned 
performance enhancing substances. 

• Teachers should treat teachers of other exercise, movement and dance organisations, and 
their work, with respect. 

Confidentiality 

• Teachers inevitably gather a great deal of personal information about class members in the 
course of a working relationship. Teacher and student must reach agreement as to what is 
to be regarded as confidential information, i.e. not divulged to a third party without express 
approval of the student. 

• Confidentiality does not preclude disclosure of information on a ‘right to know’ basis, for 
example when assessing student teachers for qualification, when recommending them for 
professional purposes, or if abuse is suspected. 

Personal Standards 

• The teacher must consistently display high personal standards and project a favourable 
image of the organisation and its work to participants, students, other teachers, other 
organisations, the media and the general public. 

• The teacher has an obligation to act as a positive role model in terms of health, cleanliness 
and functional efficiency and should not engage in any behaviour that adversely affects 
other teachers or class members. 

Safety 

• Teachers have an obligation to ensure the safety of their students as far as possible within 
the limits of their control. 

• All reasonable steps should be taken to ensure a safe working environment for all 
concerned. 

• All work and the manner in which it is done should be in keeping with regular and approved 
Health & Safety practice. 

• All activity being undertaken should be suitable for the age, experience and ability of the 
participants. 

• All resources used must be appropriate for the activity and the participants concerned, and 
maintained in a safe condition. 

• Class members should be made aware of their personal responsibilities in terms of safety. 
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• A Risk Assessment for each teaching venue must be undertaken yearly (or following any 
change such as building work) and submitted to EMDP in compliance with insurance 
regulations. 

• All participants must complete a pre exercise checklist (and confer with their GP if 
necessary) prior to commencing activity. 

• All accidents must be recorded and reported to as appropriate. 

• All Teachers should hold a valid First Aid Certificate. 

Advertising 

• Any advertising by teachers in respect of qualifications and/or services should be accurate, 
professional and restrained. 

• Teachers should not display an affiliation with any organisation in a manner that falsely 
implies sponsorship or accreditation by that organisation. 

Competence 

• Teachers shall confine themselves to practice within exercise, movement and dance 
activities in which they have been trained/educated and certificated.  

• Teachers should engage in self-analysis and reflection to identify professional needs, and 
to develop a concept of lifelong learning and a commitment to Continuing Professional 
Development (CPD). 

• CPD should include the accumulation of knowledge and skills through formal education, 
independent research and the accumulation of relevant, verifiable experience. 

• Teachers should ensure that they have adequate insurance cover in terms of indemnity 
and civil liability and that any necessary licenses to use music have been obtained. 

 

 



Appendix D EMDP Disciplinary and Appeals procedures 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Initial concern passed to the EMDP Welfare Officer 

Statutory organisation 
investigates concerns 

Abusive behaviour or 
actions – Child 

Protection Issue? 
Social services and 

police deal with 
matter 

Temporary suspension of accused 

EMDP carry out 
internal disciplinary 

investigation 

Resolved 
no further 

action

Poor practice 
issue 

Perceived grounds for 
Disciplinary Action 

Informal 
warning 

Yes No 

VOLUNTEER 

Statutory organisation receives written report about the concern 

EMDP 
EMPLOYEES 

TEACHER 

EMDP to carry out 
actions and 

recommendations 
made 

EMDP Disciplinary 
System 

 
 
 
 
 

Resolve with relevant 
EMDP organisation. 

If not resolved - 

Resolve with relevant 
EMDP organisation. 

If not resolved - 

 
Appeal to EMDP Chief 

Executive 
 
 
 
 

Appeal to EMDP Chief 
Executive 

Appeal to EMDP Chair 
/ Board 

FINAL APPEAL 

Appeal to EMDP Chair 
/ Board 

FINAL APPEAL 

 



Appendix E EMDP Information for Parents and Carers 

Exercise, Movement and Dance are everyday fun activities, which for many participants 
makes a huge contribution to their well being and development.  However some individuals 
who want to harm children, will use these activities as a way to gain access to young people.  
EMDP aims to make all activities safe and enjoyable for all participants, so please read the 
following guidelines and contact us if you have any questions or concerns. 

Photography 
We occasionally use images of young people taken during activities for publicity purposes.  In 
line with recommendations of the EMDP Safeguarding Policy, we will follow these guidelines 
for the use of photographs or images of young people. 
Note that websites can be viewed throughout the world, not just in the United Kingdom 
where UK Law applies. Please read the following conditions for using these images: 
1. We will not include details or full names (which means first name and surname) of any 

child or adult in an image, on video, on our website, or in printed publications, without 
good reason. For example, we may include the full name of a competition prize-winner if 
we have their consent. However, we will not include the full name of a model used in 
promotional literature; 

2. We will not include personal e-mail or postal addresses, or telephone or fax numbers on 
video or on our website or in printed publications; 

3. If we use images of individual young people, we will not use the name of that child in the 
accompanying text or photo caption; 

4. We will not use a photograph of a young person named in the text of an article. In specific 
circumstances, such as we may wish to include a picture and full name of a competition 
prize-winner, we will request written parental consent first. However, we will not include a 
picture and full name of a model used in promotional literature; 

5. We may use group or class images with very general labels, e.g. ‘a youth dance session’; 
6. We will only use images of young people who are suitably dressed, to reduce the 

risk of such images being used inappropriately. 

Physical Contact 
Many activities and sports, by their nature, require a degree of physical contact between 
adults and young people.  Physical contact can be used appropriately to instruct, encourage, 
protect or comfort.  Please sign below to agree to allow physical contact following the EMDP 
guidelines set out below: 

In line with recommendations of the EMDP Safeguarding Policy, physical contact between 
adults and young people should only be used when the aim is to: 

• Develop sports skills or techniques; 

• Treat an injury; 

• Prevent an injury; 

• Safety reasons; 

• Meet the requirements of the particular activity. 

Transport 
In line with recommendations of the EMDP Safeguarding Policy, your child will not be 
transported in a staff member’s or volunteer’s vehicle, unless an emergency situation arises. 

At the end of every session the teacher will only allow your child to be collected by another 
parent or adult, or to leave by public transport if they receive written information informing 
them at the start of the session. 

See Appendix I for more transporting guidelines. 
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Consent Form 
 
As parent/guardian/carer of the named child/vulnerable adult, I agree that she/he can attend 
the stated event as arranged by the EMDP.  
 
I understand that group photographs and/or filming will be undertaken by approved 
professionals and that the named child/vulnerable adult may be included in these images. In 
accordance with the EMDP Safeguarding Policy, these images may be used for archive and 
publicity purposes e.g. on official websites or in posters and magazines. 
 
I give/do not give permission for individual or close range photographs to be taken during 
the event and understand that these may be used for archive and publicity purposes. (please 
delete as appropriate)  
 
If you do not give permission for these individual or close range photographs to be taken, 
please inform your child/vulnerable adult in order to avoid their disappointment. 
 
I agree/do not agree to my child wearing make-up (please delete as appropriate)  
 
I consent to emergency treatment being administered if necessary.  
 
I will inform the producer/organiser of any changes to this information prior to the event.  
 
  
 
Name of event:  ________________________________________________  
 
Signed:  ________________________________________________  
(parent/guardian/carer)  
 
Name: (please print)  ________________________________________________  
 
Date:  ________________________________________________  
 
Emergency contact number: ________________________________________________  
 
Name of child/vulnerable adult: ________________________________________________  
 
 
Please detail below any information regarding medical conditions and/or special requirements 
which may be useful. If appropriate, please specify a named individual who will be responsible 
for administering any medication that may be required.  

 
 
 
 
 
 
 
 
Please return this completed and signed form to the event organiser / producer / team 
manager. 

 



Appendix F EMDP Guidelines on the use of photographic and filming equipment 

There is evidence that certain individuals will visit certain events to take inappropriate 
photographs or video footage of young and disabled people in vulnerable positions. All EMDP 
organisations should be vigilant about this possibility. Any concerns during an event should be 
reported to the Welfare Officer or other responsible person. If a professional photographer is 
commissioned or the press are invited to an event, it is important that they understand your 
expectations of them in relation to child protection. 
EMDP will: 

• Provide a clear brief about what is considered appropriate in terms of their behaviour and 
the content of the photography; 

• Issue them with identification which they must display at all times; 

• Inform participants and parents that a photographer will be present at the event and ensure 
they consent to filming and photography and to its publication; 

• Will not allow photographers unsupervised access to participants or one-to-one photo 
sessions during the event; 

• Will not approve photo sessions outside the events or at a participant's home. 
 
If parents or other spectators are intending to photograph or video at an event they will also be 
made aware of EMDP’s expectations: 

• Spectators will be asked to register at an event if they wish to use photographic equipment; 

• Participants and parents will be informed that if they have concerns they can report these 
to the organiser; 

• Concerns regarding inappropriate or intrusive photography should be reported to the 
organiser and recorded in accordance with the EMDP Protection Policy. 

Videoing as a teaching or coaching aid 
Video can be a legitimate coaching aid for coaches and teachers. However, if it is used, it will 
be made sure that participants and their parents or carers understand that it is part of the 
coaching programme. Films will then be stored safely and securely. 

Using photographs of children on websites 
Photographs of children and young people on websites can pose direct or indirect risks to their 
subjects. For example, images accompanied by personal information (i.e. ‘this is X who likes 
to collect stamps') could be used by an individual to learn more about a child prior to 
'grooming' them for abuse, or, the content of the photo could be used or adapted for 
inappropriate use. 
To minimise the potential for misuse, EMDP will: 

• Avoid using children's names (first name or surname) in photograph captions. If the child is 
named, a photograph will not be used. If a photograph is used the child will not be named 

• Ask for children's and parent’s permission to use an image. This ensures that they are 
aware of the way their image is being used 

• Only use images of children in suitable dress to reduce the risk of inappropriate use. This 
must be taken into consideration when designing costumes. 

Public Information 
The specific details concerning photographic, video and filming equipment registration should, 
where possible, be published predominantly in event programmes and announced over the 
public address systems prior to the start of the event.  The recommended wording is: 

 



Appendix F EMDP Guidelines on the use of photographic and filming equipment 

 ‘In line with recommendations of the EMDP’s Safeguarding Policy, the promoters 
of this event request that any person wishing to engage in any filming, video or 
photography should register their details with staff at the event organisers desk 
before carrying out such photography. The promoter reserves the right of entry 
and reserves the right to decline entry to any person unable to meet or abide by 
the event organiser’s conditions.’ 

Parents and other spectators intending to photograph or video at an event will be asked to 
register and complete a self-declaration form. 

 



Appendix G EMDP Self Declaration Form 

CONFIDENTIAL 

You have a right of access to information held on you and other rights under the Data 
Protection Acts of 1984 and 1998. 
 
Part A 
PERSONAL DETAILS 
 
Surname:___________________________________________________________________ 
 
First Name(s): _______________________________________________________________ 
 
Address: ___________________________________________________________________ 
 
__________________________________________________________________________ 

 
Postcode: __________________________________________________________________ 
 
E-Mail: ____________________________________________________________________ 
 
Home telephone: ____________________________________________________________ 
 
Mobile telephone: ____________________________________________________________ 
 
Gender: MALE or FEMALE (Please circle) 
 
Date of Birth:  ____ – _____ – ____ 
 
Any surname previously known by: ______________________________________________ 
 

REFERENCES 
Please name two people willing to act as referees for you, at least one should be known to 
you in a professional capacity. 
 
Name: ____________________________  
 
Address: __________________________  
 
_________________________________  

 
Post Code: ________________________  
 
Telephone: ________________________  
 
Email: ____________________________  
 
Capacity known to you: ______________  
 
_________________________________  

Name: ____________________________  
 
Address: __________________________  
 
__________________________________  
 
Post Code: ________________________  
 
Telephone: ________________________  
 
Email: ____________________________  
 
Capacity known to you: ______________  
 
__________________________________  
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CONFIDENTIAL 
 
Part B — Self Declaration (for completion by the individual named in Part A) 
 
1. Have you ever been convicted of any criminal offences? 
 

Yes  No  
 
If yes, please supply details of any criminal convictions: ______________________________  
 
__________________________________________________________________________  

 
NOTE: You are advised under the provisions of the Rehabilitation of Offenders Act 1974 
(exceptions) order 1975 as amended by the Rehabilitation of Offenders Act 1974 (Exceptions 
Amendment) Order 1986 you should declare all convictions including 'spent' convictions. 
 
2. Are you a person known to any Social Services department as being an actual or 

potential risk to Children or Young People? 
 

Yes  No    
 
If yes, please supply details: ___________________________________________________  
 
__________________________________________________________________________  

 
3. Have you ever had a disciplinary sanction (from any sports or other organisation’s 

governing body) relating to child abuse? 
 
Yes  No    
 

If yes, please supply details: ___________________________________________________  
 
__________________________________________________________________________  

 
 
I understand that it is necessary for me to declare any information requested and that the 
voluntary position for which I have applied may involve access to Children, Young People and 
or Vulnerable Adults. I hereby consent to EMDP undertaking police and or social services 
checks against me.  I understand that the information contained on this form, the results of 
police and social services checks and information supplied by third parties may also be 
notified to my organisation and may be supplied by EMDP to other persons or organisations 
sharing concerns regarding child protection. 
 
 
Name (BLOCK CAPITALS): ____________________________________________________  
 
 
Signature: __________________________________________________________________  
 
 
Date: ______________________________________________________________________  
 

 



Appendix H EMDP Volunteer Reference Form 

______________________________________ has expressed an interest in being a 
volunteer with an EMDP organisation and has given your name as a referee.  This volunteer 
post involves substantial access to children.  As an organisation committed to the welfare and 
protection of children, we are anxious to know whether you would have any reason at all to be 
concerned about the applicant being in contact with children or young people. 

Would you consider the above named person to pose any risk to the welfare of children or 
young people? 
 
        Yes     No (if answered Yes, we will contact you in confidence) 

If you are happy to complete this reference form, any information will be treated with due 
confidentiality and in accordance with relevant legislation and guidance.  The information will 
only be shared with the person conducting the assessment of the candidates suitability for a 
volunteer post, if he or she named above is offered the role in question.  We would appreciate 
you being completely open and honest in your evaluation of this person. 

1. How long have you known this person? _________________________________________  

2. In what capacity?___________________________________________________________  

3. Please comment on this person’s suitability to work with children _____________________  

__________________________________________________________________________  

4. How would you describe their personality? ______________________________________  

__________________________________________________________________________  

5. Please rate this person on the following (please tick  one box for each statement): 

 Poor Average Good Very Good Excellent 

Responsibility      

Maturity      

Self motivation      

Can motivate others      

Trustworthy      

Reliability      

Coaching or administration ability      

6. Is there anything else you feel we should know about this person? ___________________  

__________________________________________________________________________  

Print Name: ________________________________________________________________  

Signature: __________________________________________________________________  

Date: _______________________________ 

Position: ___________________________________________________________________  

Organisation: _______________________________________________________________  

 

 



Appendix I Transporting Children, Young People and Vulnerable Adults 

Where it is necessary to transport children, young people or vulnerable adults EMDP 
recommends the following good practice: 

• Where parents make arrangements for the transportation of children to and from the 
activity, out with the knowledge of the organising body it will be the responsibility of the 
parents to satisfy themselves about the appropriateness and safety of the arrangements; 

• Where organisations make arrangements for the transportation of children the members of 
staff and volunteers involved will undertake a risk assessment of the transportation 
required. This will include an assessment of the following areas: 

• Ensuring that all vehicles are correctly insured for the purpose; 

• Ensuring the driver has a valid and appropriate license for the vehicle being used; 

• All reasonable safety measures are available i.e. fitted, working seatbelts; 

• An appropriate ratio of adults per child; 

• Ensuring drivers have adequate breaks. 

• When transporting children, wherever possible they should be in the back seat of the car 
for health and safety reasons; 

• Where practicable and planned, written parental consent will be requested if staff or 
volunteers are required to transport children. 

 
To safeguard the member of staff or volunteer the following good practice is required: 

• Agree a collection policy with parents which will include a clear and shared understanding 
of arrangements for collection at the end of a session; 

• Always tell another member that you are transporting a child, give details of the route and 
the anticipated length of the journey; 

• Take all reasonable safety measures e.g. children in the back seat, seatbelts worn; 

• Where possible, have another adult accompany you on the journey; 

• Call ahead to inform the child’s parents that you are giving them a lift and inform them 
when you expect to arrive. 

 
Trips away from home (involving overnight stays) 
 

1. Designate a Child Protection Officer for the Trip 
Those in charge of the group will be responsible for the safety and well being of children in 
their care. It is recommended that one of the group leaders co-ordinate the arrangements to 
safeguard the safety and welfare of children during the trip. The Child Protection Officer 
should ensure all practical arrangements have been addressed and act as the main contact 
for dealing with any concerns about the safety and welfare of children whilst away from home. 
A detailed itinerary will be prepared and copies provided to the designated contact and 
parents. 

2. Risk Assessment 
Potential area of risk should be identified at the planning stage through a risk assessment, 
which is legally required, and which should be recorded in writing. Safeguards should be put in 
place to manage the risks, where appropriate. Risk assessment should be an on-going 
process throughout the trip as groups can often find themselves in unexpected situations 
despite the best laid plans! 

 



Appendix I Transporting Children, Young People and Vulnerable Adults 

3. Travel Arrangements  
Organisers must ensure there is adequate and relevant insurance cover (including travel and 
medical insurance). If the trip involves travel abroad, organisers shall ensure they are aware of 
local procedures for dealing with concerns about the welfare of children and are familiar with 
the details of the emergency services in the location of the visit. 

4. Adult to Child Ratios  
All trips away should be planned to involve at least two adults, preferably one male and one 
female where possible. The guidelines on adult to child ratios will inform an assessment of the 
numbers of adults required to safely supervise the group. Those involved should be recruited 
and selected in accordance with the procedure for recruiting child care positions.  
Group leaders should be familiar with and agree to abide by the organisation’s Child 
Protection Policy, procedures and Code of Conduct. 

5. Accommodation  
Organisers should find out as much as possible about the accommodation and the 
surroundings at the planning stage. Where possible, an initial visit to the venue and 
accommodation should take place to help those organising the trip identify all practical issues 
and allow time to address them in advance, in consultation with children and parents where 
appropriate. 
The following is a (non-exhaustive) list of some of the practical things which should be 
considered in advance about the arrangements for accommodation: 

• Location: central and remote locations both present different challenges; 

• Sleeping arrangements. These will enable suitable sharing in terms of age and gender and 
appropriately located staff or volunteer bedrooms for both supervision and ease of access 
in case of emergency. Parents and children should be consulted in advance about 
arrangements for sharing where possible and appropriate; 

• Appropriate safeguards where others have access to the sleeping quarters; 

• Special access or adaptive aids required by group leaders or children; 

• Environmental factors; 

• Personal safety issues. 
 
Exchange Visits and Hosting 
Before departure, organisers should ensure there is a shared understanding of the standards 
expected during home stays between them, host organisations or families, parents and 
children themselves. These standards should include arrangements for the supervision of 
children during the visit.  Host families should be appropriately CRB Checked where possible 
or equivalent police checks undertaken and references thoroughly checked. Organisers, 
parents and children should all be provided with a copy of emergency contact numbers. 
Children should be aware of who they should talk to if problems arise during the visit. Daily 
contact should be made with all children to ensure they are safe and well.  
 
Residential at a Facility or Centre 
Organisers should ensure the facility is appropriately licensed and has adequate and relevant 
insurance cover in place. The facility should have a policy on the protection of children and 
Health and Safety. Adequate security arrangements should be in place and facility staff should 
have been CRB checked where appropriate. Facility staff involved in the training or instruction 
of children must be appropriately qualified and trained. 
Organisers should ensure there is adequate supervision of the group for the duration of the 
stay, particularly when the facility is being shared with other groups.  

 



Appendix I Transporting Children, Young People and Vulnerable Adults 

 
6. Involving Parents  
Where possible, a meeting should be held with parents before departure to share information 
about the trip, answer their questions and make joint decisions about arrangements where 
appropriate. A Code of Conduct shall be agreed with children and parents in advance of the 
trip along with sanctions for unacceptable behaviour. Parents must complete a consent form 
and provide emergency contact details. In the event of an emergency at home during the trip, 
parents should be encouraged to make contact with the group leaders in the first instance so 
that arrangements can be put in to place to support the child on hearing any distressing news.  

7. During the trip 
Organisers must ensure arrangements are in place for the supervision and risk assessment of 
activities during free time. Children shall not be allowed to wander alone in unfamiliar places.  
Group leaders should have clear roles and responsibilities for the duration of the trip. They 
must not be over familiar with or fraternise with children during the trip and remember that they 
are in a position of trust at all times. The use of alcohol or drugs or engaging in sexual 
relationships (between two young people) should not be condoned during the trip. Group 
leaders should maintain an overview of the well being of all children during the trip. This can 
help to identify issues at an early stage and resolve them as quickly as possible. Children can 
participate in this process by, for example, taking turns to complete a daily diary about the trip. 
This can be an overt or discreet way for them to communicate things (both positive and 
negative) that they want you to know. 

8. After the trip 
Where appropriate, a debrief will take place with all those involved in the trip, including 
children. This will provide an opportunity to reflect on what went well, not so well and what 
could have been done differently. Feedback will be used to inform future trips.  
 
(The above guidance was adapted from ‘Creating a Safe Environment for Children in Sport’ 
2006, Child Protection in Sport (Scotland)) 

 



Appendix J Complaints procedure for staff and  
volunteers of EMDP organisations 

 
 
 

STAGE 2 

STAGE 3 

Staff or Volunteer Grievance or Complaint 

Resolve through discussion with line manager / own organisation 

If dissatisfied, proceed to Stage 2 

Grievance in writing to EMDP Chief Executive 

Within 10 working days, you will be asked to attend a meeting 
with the EMDP Chief Executive 

Within 5 working days, you will receive written confirmation of the decision made 

If dissatisfied, proceed to Stage 3 

STAGE 1 

Grievance in writing to EMDP Chair within 10 working days of written confirmation 
of the decision made in Stage 2 

Within 10 working days, you will be asked to attend a meeting with the EMDP 
Chair and appropriate Board members 

Within 5 working days, you will receive written confirmation of the decision made 

This is the final level of appeal 

 



Appendix K Complaints procedure for non-employees of EMDP organisations 

 
 
 
 
 

STAGE 2 

STAGE 3 

STAGE 1 

Parent or participant has a grievance or 
complaint

Resolve through discussion with 
relevant EMDP organisation 

If dissatisfied, proceed to Stage 2 

Complaint in writing to EMDP Chief Executive 

Within 5 working days, you will receive written acknowledge of the complaint 

Within 15 working days, you will receive written confirmation of the decision made 

If dissatisfied, proceed to Stage 3 

Submit a written statement to the EMDP Chair within 15 working days specifying 
the grounds for referral 

Within 15 working days, you will be asked to attend a  
meeting with the EMDP Chair and appropriate Board members 

Within 5 working days, you will receive written confirmation of the decision made 

This is the final level of appeal 

 



Appendix L The Criminal Records Bureau (CRB) checking  
procedure for Teachers and Volunteers 

 

The Criminal Records Bureau (CRB) acts as a ‘one-stop-shop’ for organisations, checking 
police records and, in relevant cases, information held by the Department of Health (DH) and 
the Department for Children, Schools and Families (DCSF). There are two levels of CRB 
check currently available; called Standard and Enhanced Disclosures. 

Standard Disclosure 
This is primarily available to anyone involved in working with children or vulnerable adults, as 
well as certain other occupations and entry into professions as specified in the Exceptions 
Order to the Rehabilitation of Offenders Act (ROA) 1974. Standard Disclosures show current 
and spent convictions, cautions, reprimands and warnings held on the Police National 
Computer. If the post involves working with children or vulnerable adults, the following may 
also be searched: 

• Protection of Children Act (POCA) List  

• Protection of Vulnerable Adults (POVA) List  

• Information that is held under Section 142 of the Education Act 2002 (formerly known as 
List 99). 

Enhanced Disclosure 
This is the highest level of check available to anyone involved in regularly caring for, training, 
supervising or being in sole charge of children or vulnerable adults. It is also available in 
certain licensing purposes and judicial appointments. Enhanced Disclosures contain the same 
information as the Standard Disclosure but with the addition of any relevant and proportionate 
information held by the local police forces. 

Due to the nature of teaching exercise, movement and dance to children, young people and 
vulnerable adults, all Teachers and volunteers are required to have an Enhanced Disclosure. 

EMDP will accept CRB Disclosures from other organisations under the following conditions: 

1. It is an Enhanced disclosure 

2. It is dated within the last year 

3. It has the current address and personal details of the applicant 

4. It is for a similar position and all relevant lists (e.g. POVA) have been checked 

5. The applicant consents to EMDP consulting with the Countersignatory on the form 

6. The applicant provides the original disclosure and supporting ID to EMDP (who will 
check and return the originals). 

If a Teacher or volunteer does not have an acceptable current CRB Disclosure, they can apply 
for one via the EMDP. The cost for this is £50 for Teachers and £12 for volunteers. The 
process is as follows: 

1.  Teacher contacts the EMDP office on 01403 266000 or office@emdp.org  

2. EMDP office sends out application form with guidelines 

3. Teacher completes form and returns to the office with the information requested and 
enclosing a cheque made payable to EMDP.  Please note that all documents sent to 
the office MUST be originals and in the case of utility bills must NOT be more than 
three months old. It is recommended that you use recorded or registered delivery if 
enclosing valuable personal documents such as passports 

mailto:office@emdp.org


Appendix L The Criminal Records Bureau (CRB) checking  
procedure for Teachers and Volunteers 

 

4.  EMDP verifies identity and returns the documents to the teacher by recorded / 
registered delivery. Every effort will be made to return documents within one week of 
receiving them 

5. The application form is then posted to the CRB via the EMDP Umbrella Body 

6. When clearance is received from the CRB, a copy is sent direct to the applicant and a 
copy is sent to the EMDP Umbrella Body 

7. Under the guidance of the Umbrella Body, EMDP will undertake a risk assessment of 
the information received. Any Teachers or volunteers perceived to be a risk to children, 
young people and vulnerable adults will not be allowed to have any further involvement 
in EMDP or partner organisations activities. 

The length of time for clearance by CRB can take anything from two weeks to two months. 
Anyone requiring clearance is advised not leave it until the last minute. Checks are valid for 
three years and it is the responsibility of the Teacher to ensure they hold a valid CRB 
Disclosure. EMDP will keep records and send out reminders as appropriate. 
 



Appendix M Vulnerable Adults Definition 

The EMDP uses the new Independent Safeguarding Authority (ISA) definition for 
Vulnerable Adults 

A vulnerable adult for the purpose of the ISA scheme is a person aged 18 or over who: 

(a) is living in residential accommodation, such as a care home or a residential special 
school; 

(b) is living in sheltered housing; 

(c) is receiving domiciliary care in his or her own home; 

(d) is receiving any form of health care; 

(e) is detained in a prison, remand centre, young offender institution, secure training 
centre or attendance centre or under the powers of the Immigration and Asylum 
Act 1999; 

(f) is in contact with probation services; 

(g) is receiving a welfare service of a description to be prescribed in regulations; 

(h) is receiving a service or participating in an activity which is specifically targeted at 
people with age-related needs, disabilities or prescribed physical or mental health 
conditions or expectant or nursing mothers living in residential care (age-related 
needs includes needs associated with frailty, illness, disability or mental capacity); 

(i) is receiving direct payments from a local authority/HSS body in lieu of social care 
services; 

(j) requires assistance in the conduct of his or her own affairs. 
 
In all the above settings and situations adults need to be able to trust the people caring for 
them, supporting them and/or providing them with services. 

A shorter working definition of a Vulnerable Adult is: 

‘a person over 18 who is is or may or may be in need of community care 
services by reasons of mental health or other disability, age or illness’ and 
‘is or may be unable to take care of him or herself, or unable to protect him 
or herself against significant harm or exploitation’. 

(Who Decides- Lord Chancellors Department (1997)) 
 

 



Appendix N Useful Contacts 

EMDP Welfare Officer 
01403 266000 
office@emdp.org

NSPCC Helpline  
0808 800 5000  
A 24 hour free and confidential telephone Helpline that provides counselling, information and 
advice to anyone concerned about a child at risk of ill treatment or abuse.  

Childline 
0800 1111 
24 hour free and confidential telephone Helpline that provides counselling, information and 
advice to children and young people 

Careline  
020 8541 1177  
Confidential crisis telephone counselling service for children, young people and adults.  

The Samaritans  
08457 90 90 90  
www.samaritans.org.uk 

Victim Support  
0845 3030 900  
Local victim support services provide emotional support, information and practical help for 
victims and witnesses.  

there4me.com  
An NSPCC run and funded website specifically for young people who can access individual 
mentors. 

IWF – Internet watch Foundation www.iwf.org.uk 
The Internet Watch Foundation (IWF) is the only authorised organisation in the UK which 
provides an internet ‘hotline’ for the public to report their exposure to potentially illegal child 
abuse images.  

Child Protection in Sport Unit 
0116 2347278 or 7280 
www.thecpsu.org.uk

The Criminal Records Bureau 
0870 9090811 
www.crb.gov.uk  

Local contacts – Your local Police will have a dedicated Child Protection Officer or team of 
officers. Social Services will have Duty Officers who are available out of hours. Contact your 
Local Authority for more details. 

 

mailto:office@emdp.org
http://www.thecpsu.org.uk/
http://www.crb.gov.uk/


Appendix O EMDP Accident Report Form 

 
 
 
Date of Accident: 
 
Venue: 
 
Type of Accident: 
 
 
 
 
 
 
 
 
 
 
Action Taken: 
 
 
 
 
 
 
 
 
 
 
By Whom: 
 
 
 
Name and Signature of Injured Person: 
 
 
 
Name and Signature of Teacher: 
 
 
 
Name and Signature of Witness: 
 
 
 
Address and telephone number of Witness: 
 
 
 
 

Please send the completed form as soon as possible to the EMDP Office 

EMDP – 1 Grove House, Foundry Lane, Horsham, West Sussex RH13 5PL 

 


	Humanity
	Commitment
	Co-operation
	Integrity
	Confidentiality
	Personal Standards
	Safety
	Advertising
	Competence

